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How to use this template: replace everything in [yellow brackets], delete the grey notes for employers, and delete this box. Check the notice at the end and the laws of your state before use.
[Company Name]
[Date]
Dear [Candidate Name],
Thank you for your interest in the [Job Title] position at [Company Name] and for the time you spent with us during the hiring process.
After careful consideration, we have decided to move forward with another candidate for this role.
[Optional: We were glad to learn about your experience and would welcome an application from you for future openings.]
We wish you every success in your job search.
Kind regards,
[Manager Name], [Manager Title], [Company Name]
Signature:	
Printed name:	
Date:	
Important: please read (delete before use)
This template is a free starting point, not legal advice. MadyHR.ai is not a law firm and cannot give legal advice. Employment law is different in every state, and some cities have their own rules. Laws also change. Before you use this template, check it against the laws where your employees work, and speak to an employment attorney or your state labor department if you are unsure. You use this template at your own risk, and MadyHR.ai accepts no responsibility for how it is used. Links to official government websites are given for information only; MadyHR.ai is not affiliated with or endorsed by any government agency.
Official sources
1. U.S. EEOC – Prohibited employment policies and practices — https://www.eeoc.gov/prohibited-employment-policiespractices
1. U.S. EEOC – Recordkeeping requirements — https://www.eeoc.gov/employers/recordkeeping-requirements
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